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Introduction

Introduction

( What is an OCAP? ’

According to the Action Pian for Accelerating the Modernization of Vocational Education: Ohio’s Future
at Work—

A comprehensive and verified employer competency list wili be developed and kept current for each
program

—Imperative 3, Objective 2—

The Occupational Competency Analysis Profiles (OCAPs) are the Ohio Division of Vocational and Adult
Education’s response to that objective.

OCAPs are competency lists—verified by expert workers—that evolve from a modified DACUM job
analysis process involving business, industry, labor, and community agency representatives from throughout
Ohio. The OCAP process isdirected by the Vocational Instructional Materials Laboratory located at The Ohio
State University’s Center on Education and Training for Employment.

( How is the OCAP used? ’

Each OCAP identifies the occupational, academic, and employability skills (or competencies) needed to enter
a given occupation or occupational area. The OCAP not only lists the competencies but also clusters those
competencies into broader unirs and details the knowledge, skills, and attitudes (competency builders) needed
to perform each competency.

Within the competency list are two levels of items: core and advancing. Core items, which are essential for
entry-level employment, are required to be taught and are the basis for questions on the Ohio Vocational
Competency Assessment (OVCA). Advancing items (marked with an asterisk) are those needed to advance
in a given occupation.

School districts may add as many units, competencies, and/or competency builders as desired to reflect local

employment needs, trends, and specialties. Local advisory committees should be actively involved in the

identification and verification of additional items. Vocational and applied academic instructors will be able

to formulate their courses of study using the varied contents of the OCAP uand will be able to monitor

competency gains via the new criterion-referenced competency testing program, which is tied to the’
competencies identified on the OCAP.




Notes

Aruitoxt provided by Eic:

ERIC 2 5
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OCAP: Dental Assistant

Unit 1: Infection Ceatrol and Hazards Management

Competency 1.1: Demonstrate knowledge of state and federal regulations governing
infection control and hazards management

Competency Builders:

B Identify current Occupational Safety and Health Administration (OSHA) regulations

2 Identify current Environmental Protection Agency (EPA) regulations

3 Identify current Ohio Dental Practice Act (ODPA) regulations

4 Identify references and resource materials related to infection control and hazards
management (e.g., MSDSs, poison control toll-free number, Center for Disease Control
toll-free number, state board of health office)

1.1
1.1
1.1
1.1

Competency 1.2: Maintain personal safety and hygiene

Competency Builders:

1.2.1 Use eye protection

1.2.2 Wear gloves

1.2.3 Wear mask

1.2.4 Wear protective clothing

1.2.5 Follow universal precautions guidelines (CDC/OSHA)

1.2.6 Maintain personal health, hygiene, and appearance

Competency 1.3: Dispose of waste materials in compliance with OSHA regulations

Competency Builders:

1.3.1 Practice universal precautions

1.3.2 Dispose of paper and plastic supplies and gloves

1.3.3 Dispose of sharps and carpules (i.e., cartridges)

1.34 Identity waste considered infectious

1.3.5 Dispose of infectious waste

1.3.6 Identify waste considered hazardous

1.3.7 Dispose of hazardous waste

Competency 1.4: Mazintain infection control of work area

Competency Builders:

1.4.1 Open/close operatory

1.4.2 Contain soiled protective clothing and towels
1.4.3 Clean/disinfect sink

1.44 Clean/disinfect counter surfaces

1.4.5 Check condition of floors

1.4.6 Clean spills and dropped items from floors

4 7




OCAP: Dental Assistant

Competency 1.5: Maintain dental equipment and instruments in clean/sterile
condition '

Competency Builders:

1.5.1 Follow manufacturer's instructions for sterilizing and maintaining equipment
1.5.2 Follow manufacturer’s instructions for use of disinfection products

1.53 Identify different sterilization methods

1.54 Disinfect dental chair and unit (e.g., overhead light. sink, instrument tray)
1.55 Flush waterlines

1.5.6 Disinfect evacuation system ,

1.57 Maintain infection control in cabinets and drawers

1.5.8 Predisinfect instruments

1.59 Sterilize instruments using sterilization equipment

1.5.10 Maintain sterilization equipment

1.5.11 Store sterilized dental equipment and supplies

Unit 2: General Health

Competency 2.1: Take health histories

Competency Builders:

2.1.1 Interview patient to obtain medical and dental histories

2.1.2 Record new or updated information concerning medical and dental histories
2.1.3 Inform doctor of patient’s medical and dental histories

214 Alert doctor to changes in patient’s medical history/medications
Competency 2.2: Measure/record vital signs

Competency Builders:

2.2.1 Measure/record blood pressure
222 Measure/record pulse

223 Measure/record respiration
224 Measure/record heart rate

2.2.5 Measure/record oral temperature

Unit 3: Emergency Procedures

Competency 3.1: Perform medical emergency procedures

Competency Builders:

3 Identity procedures to be followed in the event of office emergencies

1.2 Maintain inventory and condition of medical emergency supplies and equipment
313 Follow first-responder procedures

314 Acquire/maintain first- ud cortification

315 Acquire/maintain cardiopulmonary resuscitation (CPR) certification

3.1.6 Record emergency treatment on patient’s chart




OCAP: Dental Assistant

Competency 3.2: Assist with dental emergencies

Competency Builders:

3.2.1 Assist with triage

322 Assist with endodontic emergencies

3.2.3 Assist with periodontal emergencies

324 Assist with treatment of trauma

325 Assist with complications related to oral surgery

Unit 4: Preventive Dental Assisting Procedures

Competency 4.1: Assist with prophylaxis

Competency Builders:

4.1.1 Practice universal precautions and infection control

4.1.2 Prepare prophylaxis and examination setup

4.1.3 Prepare saliva ejector or high vacuum evacuator (HVE)

4.14 Prepare patient for prophylaxis

4.1.5 Interact with patient (e.g.. develop trust, explain dental procedures to be performed,
encourage acceptance, answer questions)

4.1.6 Remove debris using a saliva ejector or HVE

4.1.7 Assist with scaling (ultrasonic, manual)

4.1.8 Assist with caries detection

4.19 Record perio charting

4.1.10 Assist with cleaning and polishing of removable appliances

4.1.11 Pass/receive instruments and floss

4.1.12 Assist with polishing

4.1.13 Follow established procedures for aspirating, retracting, rinsing and drying oral cavity

4.1.14 Administer topical fluoride

4.1.15 Instruct patient in preventive procedures (e.g.. home care, fluoride rinses)

4.1.16 Record treatment on patient’s chart

Competency 4.2: Instruct patients about oral hygiene and nutrition

Competency Builders:

4.2.1 Follow manufacturer’s instructions concerning storage and use of dental products

422 Prepare brushing and flossing setups '

423 Interact with patients

424 Demonstrate use of disclosing agents

42.5 Demonstrate recommended brushing techniques

426 Demonstrate recommended flossing techniques

4.2.7 Demonstrate use of oral hygiene aids

428 Provide patients with product information

429 Inform patients about adverse effects of specific oral habits (¢.g.. tobacco use, thumb sucking,
bruxismy) per doctor’s instructions®

4.2.10 Instruct patients in care and removal of fixed and removable appliances

4.2.11 Instruct patients concerning proper nutrition and diet

4.2.12 Record treatments, patient instructions, referrals, and medications prescribed on ecach

patient’s chart

‘ 6 *Advancing 9




OCAP: Dental Assistant

Competency 4.3: Assist with pit and fissure sealants

Competency Builders:

4.3.1 Follow manufacturer’s instructions for storage and use of sealants
4.3.2 Prepare setup for pit and fissure sealant

433 Instruct patient concerning use of pit and fissure sealant

4.34 Assist with sealant preparation

4.35 Assist with placement of sealant

4.3.6 Record treatment on patient’s chart

Unit 5: Chairside Assistance

Competency 5.1: Prepare patients for examination or treatment

Competency Builders:

5.1.1 Secure patient’s chart

5.1.2 Prepare operatory

5.1.3 Greet patient

5.14 Seat patient

5.1.5 Assist patients with special needs (e.g., physically challenged)

5.1.6 Review patient’s health history

5.1.7 Explain treatment plan to patient

5.1.8 Position patient for examination or treatment

5.19 Drape patient according to treatment

5.1.10 Maintain clear field of vision for doctor

5.1.11 Position operator and assistant stools

Competency 5.2: Provide evacuation and retraction in compliance with OSHA,

EPA and ODPA

Competency Builders:

5.2.1 Practice universal precautions

522 Interact with patient

523 Provide for patient safety and comfort during dental assisting procedures

524 Follow established procedures for placement, operation, and control of high-volume/
low-volume evacuator :

5.2.5 Retract tissue :

5.2.6 Follow established procedures for operation of air-water syringe

5.2.7 Perform equipment maintenance and disinfection

Competency 5.3: Transfer instruments (four-handed dentistry)

Competency Builders:

5.3.1 Follow doctor's directions for transfer of instruments

5.3.2 Anticipate procedural steps

533 Grasp instruments during transfer according to position of use

534 Pass/receive instruments using established transfer zone

535 Maintain sequentially organized instrument tray

10




OCAP: Dental Assistant

Competency 5.4: Assist with preliminary examinations

Competency Builders:

5.4.1 Practice universal precautions

542 Prepare basic setup

543 Measure/record vital signs

544 Record/update patient’s health history
54.5 Interact with patient

54.6 Prepare setup for preliminary impressions
547 Take preliminary impressions

5438 Record oral condition oh patient’s chart
5.49 Chart patient’s teeth

5.4.10 Assist with oral cancer screening

54.11 Assist with diagnostic tests and aids (e.g., dental photos, oral cancer procedures, and

pulp tests)

Competency 5.5: Assist with the administration of anesthetics

Competency Builders:

5.5.1 Practice universal precautions

5.5.2 Prepare anesthetic setup

553 Load syringe per doctor’s instructions

554 Interact with patient

555 Apply topical anesthetic

5.5.6 Assist with intraverous sedation*

5.5.7 Assist with administration of nitrous oxide*

5.58 Monitor patient’s respiration rate and behavior

559 Record treatment on patient’s chart

Competency 5.6: Assist with the avplication of rubber dams

Competency Builders:

5.6.1 Practice universal precautions

5.6.2 Prepare setup for rubber dam application and removal

5.6.3 Prepare rubber dam

5.64 Explain procedure to patient

5.6.5 Assist with installation of rubber dam in accordance with ODPA regulations

5.6.6 Remove rubber dam

Competency 5.7: Assist with anterior restoration and aesthetic dental procedures

Competency Builders:

5.7.1 Practice universal precautions

5.7.2 Assist during cavity/tooth preparation

573 Assist with shade and materials selection

5.7.:4 Prepare sctup for cavity liners

5.7.5 Prepare sctup for acid ctch and bonding procedures

5.7.6 Assist with acid etch and bonding procedures

5.7.7 Assist with preparation and placement of restoration materials Continued
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OCAP: Dental Assistant

Competency 5.7:

5.7.8
579

Competency 5.8:

proccdures—Continued

Assist with finishing and polishing of restoration
Record treatment on patient’s chart

Competency Builders:

5.8.1 Practice universal precautions
582 Interact with patient
5.83 Record present shade of teeth
584 Follow manufacturer’s directions for use of bleaching solution
5.8.5 Isolate teeth
5.86 Assist with solution application
5.8.7 Monitor bleaching process
5.8.8 Instruct patient in postoperative care
5.8.9 Record treatment on patient’s chart
~ Competency 5.9: Assist with home bleaching procedures

Competency Builders:

Assist with in-office bleaching procedures

Assist with anterior restoration and aesthetic dental

59.1 Practice universal precautions

192 Instruct patient in home bleaching procedure in accordance with doctor’s orders
593 Record present shade of teeth

594 Follow manufacturer’s directions for use of bleaching solution
595 Prepare setup for taking impression

5.9.6 Assist with taking impression

59.7 Pour model

5938 Trim model

599 Fabricate tray

5.9.10 Trim tray

59.11 Record treatment on patient’s chart

Competency 5.10: Assist with posterior restorations

Competency Builders:

5.10.1
5.10.2
5.10.3
5.104
5.10.5
5.10.6
5.10.7
5.10.8
5.10.9
5.10.10
5.10.11
5.10.12
5.10.13

Practice universal precautions

Assist during cavity preparation

Prepare setup for cavity liners

Prepare setup for amalgam filling procedure

Prepare setup for composite filling procedure

Prepare for cavity filling

Assist with preparation and placement of materials

Assist while amalgam is carved

Provide patient with postoperative instructions

Prepare setup for finishing and polishing amalgam restoration
Prepare setup for finishing and polishing composite restoration
Assist with finishing and polishing restoration

Record treatment on patient’s chart

12
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OCAP: Dental Assistant

Unit 6: Dental Specialties

Competency 6.1: Assist with pediatric dentistry

Competency Builders:

6.1.1 Practice un; versal precautions

6.1.2 Interact with patient

6.1.3 Prepare setup for pediatric examination

6.1.4 Assist with pediatric examination

6.1.5 Prepare setup ror topical fluoride application
6.1.6 Assist with topical fluoride application

6.1.7 Prepare setup for placement of stainless steel crown
6.1.8 Assist with placement of stainless steel crown
6.19 Prepare setup for placement of space maintainer
6.1.10 Assist with placement of space maintainer
6.1.11 Prepare setup for pulpectomy procedures

6.1.12 Assist with pulpectomy procedures

6.1.13 Prepare setup for pit and fissure sealant

6.1.14 Assist with pit and fissure sealant placement
6.1.13 Record treatment on patient’s chart
Competency 6.2: Assist with orthodontics

Competency Builders:

6.2.1 Practice universal precautions

6.2.2 Interact with patient

6.2.3 Prepare orthodontic setup

624 Make preliminary impressions for diagnostic models

6.2.5 Prepare setups for first and second separation appointments
6.2.6 Prepare setup for banding and bracketing appointment

6.2.7 Preselect orthodontic bands and wires using diagnostic model*
6.2.8 Assist with banding and bracketing procedures

6.2.9 Prepare setup for removal of orthodontic bands

6.2.10 Assist with removal of orthodontic bands

6.2.11 Prepare setup for adjusting orthodontic appliances

6.2.12 Assist with adjusting orthodontic appliances

6.2.13 Assist with replacing orthodontic arch wire

6.2.14 Prepare setup for placement of space maintainer

6.2.15 Instruct orthodontic patient about special preventive measures
62.16 Record treatment on patient’s chart

10
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OCAP: Dental Assistant

Competency 6.3: Assist with endodontics

Competency Builders:

6.3.1 Practice universal precautions

6.3.2 Interact with patient

6.3.3 Prepare setup for rubber dam placement

6.3.4 Assist with rubber dam placement

6.3.5 Prepare setup for endodontic examination

6.3.6 Assist with endodontic examination

6.3.7 Prepare setup for opening of pulp cavity, removal of diseased puip, and root canal
enlargement

6.3.8 Assist with opening of pulp cavity, removal of diseased pulp, and root canal enlargement

6.3.9 Measure reamers and files

6.3.10 Assist with sterilizing and drying of canal

6.3.11 Assist with placement of medicaments

6.3.12 Assist with root canal filling

6.3.13 Prepare setup for endodontic surgery

6.3.14 Assist with endodontic surgery

6.3.15 Record treatment on patient’s chart

Competency 6.4: Assist with oral surgery

Competency Builders:

6.4.1 Practice universal precautions

6.4.2 Interact with patient

64.3 Prepare patient for oral surgery

6.4.4 Prepare setup for oral surgery

6.4.5 Assist with anesthesia®

6.4.6 Assist with intravenous sedation*

6.4.7 Assist with analgesia (e.g., NoO)*

6.4.8 Prepare setup for implant*

6.49 Assist with implant*

6.4.10 Prepare setup for incision and drainage

6.4.11 Assist with incision and drainage

6.4.12 Prepare setup for surgical irrigation

6.4.13 Assist with surgical irrigation

6.4.14 Prepare setup for biopsy
6.4.15 Assist with biopsy

6.4.16 Prepare setup for sutures

6.4.17 Assist with suturing

6.4.18 Give postoperative instructions
6.4.19 Remove sutures

6.4.20 Record treatment on patient’s chart

EMC ' *Advancing 11
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OCAP: Dental Assistant

Competency 6.5: Assist with periodontics

Competency Builders:

6.5.1 Practice universal precautions

6.5.2 Interact with patient

6.5.3 Prepare periodontics setup

6.54 Assist with periodontic examination

6.5.5 Assist with scaling and subgingival curettage
6.5.6 Assist with periodontal surgery

6.5.7 Prepare setup for periodontal dressing

6.5.8 Assist with placement of periodontal dressing
6.59 Assist with removal of periodontal dressing
6.5.10 Instruct patient in home care procedures
6.5.11 Record treatment on patient’s chart
Competency 6.6: Assist with removable prosthodontics

Competency Builders:

1 6.6.1 Practice universal precautions
6.6.2 Prepare prosthodontics setup
6.6.3 Make preliminary impression
6.64 Assist with final impression
6.6.5 Construct occlusal rims
6.6.6 Assist with occlusal registration and tooth selection
6.6.7 Assist with denture/partial try-in
6.6.8 Assist with denture/partial insertion
6.6.9 Instruct patient in prosthesis care
6.6.10 Assist with denture/partial adjustment
6.6.11 Assist with denture/partial repair
6.6.12 Record treatment on patient’s chart
Competency 6.7: Assist with fixed prosthodontics
Competency Builders:
6.7.1 . Practice universal precautions
6.7.2 Interact with patient
6.7.3 Prepare patient
6.7.4 Prepare setup for operative procedure
6.7.5 Make preliminary impression
6.7.6 Assist with gingival retraction
6.7.7 Assist with final impression for crown and bridge
6.7.8 Assist with crown and bridge try-in and shade selection
6.79 Assist with occlusal registration
6.7.10 Assist with fabrication of provisional restoration
6.7.11 Construct provisional crown on model
6.7.12 Trim provisional crown
6.7.13 Prepare setup for provisional crown and bridge cementation
6.7.14 Assist with provisional crown and bridge cementation
6.7.15 Preselect stainless steel and provisional crowns using diagnostic model
6.7.16 Instruct patient in care and maintenance of provisional restoration Continued
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QOCAP: Dental Assistant

Competency 6.7: Assist with fixed prosthodontics—Continued

6.7.17 Prepare setup for crown and bridge cementation

6.7.18 Assist with crown and bridge cementation

6.7.19 Prepare setup for occlusal equilibration of restoration

6.7.20 Assist with occlusal equilibration of restoration

6.7.21 Instruct patient in postoperative care

6.7.22 Record treatment on patient’s chart

Competency 6.8: Contribute to public health dentistry

Competency Builders:

6.8.1 Identify various special populations needing oral health care and education
6.8.2 Identify resources for information concerning oral health care

6.8.3 Present information on oral health care to school or community groups
6.8.4 Set up portable dental equipment*

6.8.5 Assist doctor in public health clinics, hospitals, schools, and nursing homes

Unit 7: Dental Laboratory Procedures

Competency 7.1: Fabricate gypsum models

Competency Builders:

7.1.1 Practice universal precautions

7.1.2 Select gypsum material

7.1.3 Apply mathematical ratios

7.14 Pour models

7.1.5 Trim models

7.1.6 Articulate models

7.1.7 Clean dental lab plaster trap

7.1.8 Fabricate mouthguards

7.19 Fabricate provisional restorations on a model
Competency 7.2: Construct custom trays

Competency Builders:

7.2.1 Assemble materials and equipment

7.2.2 Adapt/prepare spacer medium

723 Adapt acrylic

7.2.4 Trim finished trays

Competency 7.3: Manage the shipping and receiving of laboratory cases

Competency Builders:

7.3.1 Complete faboratory authorizations

7.3.2 Package cases tor shipment

7.3.3 Determine postage required _
7.34 Coordinate receipt of laboratory cases with patients’ appointment schedules

EMC <A * Advancing 13
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OCAP: Dental Assistant

Unit 8: Dental Office Procedures

Competency 8.1: Perform reception duties

Competency Builders:

8.1.1 Open office

8.1.2 Monitor office neatness

8.1.3 Manage reception area

8.1.4 Demonstrate telephone techniques

8.1.5 Greet/dismiss visitors and patients

8.1.6 Assist patients with special needs (e.g., physically challenged)
8.1.7 Manage children accompanying patients

8.1.8 Screen non-patient visitors

8.1.9 Explain delays to patients

8.1.10 Operate office equipment

8.1.11 Maintain office equipment

8.1.12 Manage correspondence

8.1.13 Maintain patient record files

8.1.14 Close office

Competency 8.2: Manage information using computer applications

Competency Builders:

8.2.1 Access needed operating information using manufacturer’s manuals, software documentation,
and other reference materials -

8.2.2 Power up/power down computer

8.2.3 Enter patient information

8.24 Save patient information

825 Print patient records

8.2.6 Generate backup files

Competency 8.3: Maintain appointment books

Competency Builders:

8.3.1
8.3.2
8.33
8.34
8.3.5

Prepare appointment book

Coordinate appointments (e.g., prophylaxis, posterior restoration, specialty treatments)
Maintain recall system

Confirm appointments

Make referral appointments for patients

pp
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OCAP: Dental Assistant

Competency 8.4: Perform financial duties

Competency Builders:

8.4.1 Apply basic mathematical skills
8.4.2 Apply basic bookkeeping fundamentals
8.4.3 Interact with patients
"8.44 Review insurance coverage with patients*
8.4.5 Explain doctor’s fees
8.4.6 Arrange financial agreements with patients*
84.7 Post ledger entries
8.4.8 Prepare billing statements
849 Collect fees
8.4.10 Issue receipts and quick-claim forms
8.4.11 Maintain petty cash account
8.4.12 Prepare bank deposits
8.4.13 Verify invoices for accounts payable
8.4.14 Collect delinquent bills*
8.4.15 Collect payments
8.4.16 Post payments
8.4.17 Maintain accounts receivable* -
8.4.18 Maintain accounts payable*
8.4.19 Write checks for accounts payable*
8.4.20 Process credit card transactions
8.4.21 Prepare checks for doctor’s signature
8.4.22 Prepare payrolls*
8.4.23 Reconcile bank statements*
8.4.24 Reconcile cash and receipts*
8.4.25 Prepare schedules of accounts receivable*
8.4.26 Prepare schedules of accounts payable*
8.4.27 Complete financiai reports*
8.4.28 Process third-party/insurance forms
8.4.29 Report treatment information using established procedure codes
8.4.30 Set up system to track claims*
8.4.31 Log/track claims*
8.4.32 Maintain file of insurance claim forms*
Competency 8.5: Maintain inventory and supplies

Competency Builders:

8.5.1
85.2
853
8.5.4
8.5.5
8.5.6
8.5.7
8.5.8

Apply basic mathematical skills

Implement inventory control system in compliance with OSHA/EPA regulations
Maintain supply levels

Prepare purchase requisitions for needed supplies

Monitor expendables

Monitor nonexpendables

Monitor capital equipment inventory

Schedule routine equipment maintenance and repairs

*Advancing 1 8
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OCAP: Dental Assistant

Unit 9: Radiographic Procedures

NOTE: During training, students are exempt from Ohio State Dental Board age regulations regarding
radiographic procedures. However, practitioners must be /8 years old to obtain a license to perform these
procedures.

Competency 9.1: Demonstrate knowledge of radiation safety procedures

Competency Builders:

9.1.1 Identify radiation safety precautions for patients (OSHA/EPA)

9.1.2 Identify radiation safety precautions for operators (OSHA/EPA)

9.13 Identify safety regulations for radiation equipment (OSHA/EPA)

9.14 Identify Ohio Dental Practice Act regulations concerning radiation safety

Competency %.2: Expose films

Competency Builders:

9.2.1 Practice universal precautions

9.22 Follow manufacturer’s specifications for film and equipment placement (e.g., storage. shelf-life)

9.23 Select accessories for radiographic procedures

9.24 Prepare accessories for radiographic procedures

9.25 Comply with OSHA/ODPA regulations concemning patient and operator safety during radiation
procedures

9.2.6 Follow exposure guidelines

9.2.7 Position patient

9.2.8 Identify radiographic anatomical landmarks

9.29 Select film size and speed

9.2.10 Position film

9.2.11 Produce radiograph using bisecting-the-angle technique

9.2.12 Produce radiograph using paralleling technique

Competency 9.3: Process radiographs manually

Competency Builders:

9.3.1 Practice universal precautions

9.3.2 Follow manufacturer’s instructions for equipment operation

9.33 Comply with OSHA/EPA regulations for mixing and disposal of solutions used in developing
and fixing radiographs

9.34 Follow established darkroom procedures in developing. fixing, and drying radiographic film

9.3.5 Comply with OSHA/EPA safety regulations for prevention of eye injuries and minor burns

9.3.6 Clean/disinfect equipment

Competency 9.4: Process radiographs automatically

Competency Builders:

9.4.1 Practice universal precautions

9.4.2 Comply with OSHA/EPA regulations concerning use of radiographic equipment and solutions
943 Follow manufacturer's instructions for operation of automatic developer

944 Follow established darkroom procedures in developing, fixing, and drying radiographic film
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OCAP: Dental Assistant

Competency 9.5: Manage the mounting, duplication, and storage of radiographs

Competency Builders:

95.1 Handle film in accordance with established procedures
9.5.2 Place radiographs in mounts

953 Label mounts

954 Store mounted radiographs

9.5.5 Duplicate radiographs for documentation

Unit 10: Communications

Competency 10.1: Apply basic communication skills

Competency Builders:

10.1.1 Follow written and oral instructions

10.1.2 Clarify instructions

10.1.3 Apply basic grammar rules in written communications

10.1.4 Utilize standard dental, medical, and pharmacological terminology in written
communications

10.1.5 Proofread documents

10.1.6 Edit documents

10.1.7 Correct documents based on proofreading/editing

10.1.8 Employ verbal and nonverbal communication skills

10.1.9 Apply listening skills
10.1.10 Apply team concepts

Competency 10.2: Document information

Competency Builders:

10.2.1 Collect data

10.2.2 Organize data

10.2.3 Draft documents in accordance with basic grammar rules

10.2.4 Utilize standard dental, medical, and pharmacological terminology in documenting
information '

Competency 10.3: Apply oral communication skills

Competency Builders:

10.3.1 Evaluate audience

10.3.2 Organize thoughts

10.3.3 Apply basic grammar rules in oral communications

10.34 Utilize standard dental, medical, and pharmacological terminology in oral communications
10.3.5 Speak clearly

10.3.6 Give orders, directions, and instructions

10.3.7 Demonstrate humanistic skills

10.3.8 Instill patient confidence
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OCAP: Dental Assistant

Unit 11: Professionalism

Competency 11.1: Demonstrate adherence to established professional work ethics

Competency Builders:

|

| 11.1.1 Follow the ethical principles adopted by the American Dental Assistants Association

| (ADAA) and ODPA

‘ 11.1.2 Maintain a positive attitude
11.1.3 Demonstrate punctuality
11.1.4 Demonstrate dependability
11.1.5 Demonstrate flexibility
11.1.6 Demonstrate loyalty
11.1.7 Demonstrate honesty
11.1.8 Demonstrate initiative
11.1.9 Demonstrate self-contidence

11.1.10 Employ characteristics and responsibilities of teamwork
11.1.11 Participate in staff meetings

11.1.12 Participate in the democratic process

11.1.13 Maintain confidentiality in handling discretionary issues

11.1.14 Employ established time-management and organizational techniques

11.1.15 Employ established decision-making, problem-solving, and prioritizing techniques
Competency 11.2: Assist in the achievement of the employer’s goals

Competency Builders:

11.2.1 Determine own responsibility in relation to employer’s goals

11.2.2 Set own performance standards for each goal

11.2.3 Discuss goals with employer

11.2.4 Accomplish job tasks

11.2.5 Monitor progress based on feedback received

Competency 11.3: Demonstrate professional and career development

Competency Builders:

11.3.1 Demonstrate professionalism (e.g.. appearance, courtesy, attitudes, and communication skills)

11.3.2 Examine career opportunities

11.33 Develop career goals

11.3.4 Develcp mentor relationships

11.3.5 Manage personal professional growth

11.3.6 Participate in continuing education and/or training meetings, workshops, conferences, and
professional organizations

11.3.7 Acquire state and national credentials

21
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OCAP: Employability

Unit 1:

Career Development

Competency 1.1: Investigate career options

Competency Builders:

1.1.
1.1.
1.1.
1.1,
1.1.

'JI-B\JJI\)-—-

Determine interests and aptitudes

Identify career options

Research interests. knowledge, abilities, and skills needed in an occupation
Select careers that best match interests and aptitudes

Identify advantages and disadvantages of career options, including self-employment and
nontraditional careers

Competency 1.2: Utilize career information

Competency Builders:

1.2.1 Identify a range of career information resources

1.2.2 Use a range of resources to obtain career information (e.g., handbooks career materials, labor
market information. and computerized career-information delivery systems)

1.2.3 Demonstrate knowledge of various classification systems that categorize occupations and
industries (e.g.. Dictionary of Occupational Titles)

1.2.4 Describe the educational requirements of various occupations

1.2.5 Identify individuals in selected occupations as posslble information resources, role models. or
mentors

1.2.6 Describe the impact of factors such as population, climate. employment trends. and
geographic location on occupational opportunities

1.2.7 Assess differences in the wages, benefits, annual incomes. cost of living. and job
opportunties associated with selected career options

1.2.8 Determin labor market projections for selected career options

Competency 1.3: Participate in a career exploration activity

Competency Builders:

1.3.1 Identify career exploration activities (e.g.. job shadowing, mentoring, volunteer experiences.
part-time employment. and cooperative education)

1.3.2 Compare traits. skills, and characteristics required for specific career choices with individual's
traits. skills, and characteristics

1.3.3 Recognize potential conflicts between personal characteristics and career choice areas

1.34 Describe the impact of exploration activities on current career choices

Competency 1.4: Assess the relatlonshlp between educational achievement and career

planning

Competency Builders:

1.4.1 Describe how skills developed in academic and vocational programs relate to career goals
1.4.2 Describe how education relates to the selection of a college major, further training, and/or
entry into the j